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MEMORANDUM FUR: Director of Communications
Director of Finance
Director of Logistics ;
Director of Medical Services
Directur of Perscnnel
Director of Security
Director of Training
Chief', Support Services 8taff

SUBJECT : Purge of Retired Office Records

1. The Exccutive Director«Comptroller has established the
CIA Records Management Board, chaired by the Agency Records
Adminiatration Officer and comprised of asenlor Records Officers
from each Directorate and the Office of the Director., This Board
is respousible to study records problens, seek solutions, and coe
ordinate proposed alternmatives. The Board will develop modern
indexing, atorage, and retrieval Systems, and recomsend improved
techniques to manage the creation, malntenance, and disposition
of Agency records,

- 2. The Boerd will undertuke ss its first order of business
& reductlon in the volume of retired office records at the Agency .
Records Center. To assist in thig purge each of you 18 reguested
to eppolnt responsible officers with authority to review your
Offlce’s records stored at the Center in order to dispose of all
unuecessary waterials o3 well as adopt procedural and technological
improvenents to reduce the volume. Our objective iz an overall
reduction of 50%. I will expect o veport by 21 August as to the
initial actions taken and plans being developed for your Office on

- this motter.

3. The responsidilities of the Board fall heavily on eaeh
Office. To susist the Board and to carry out the Records Progvan
respenslbilities in each Office, you are requested to designate
at least one individual whose primary function will be to serve
88 your Records Mansgement Officer.
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L, I have sppointed a3 the DD3 Records
Aduinistratlion Officer and the Bupport Divectorate repregentative
o the Reeords Mamsgement Board., You may contact him ab Room 502
Maguzine Buxldmgh Please provide him with the
nare of your designated Records Munpgement Officer as soon as
poasslible,

R« L. Bannerman
Deputy Dirsctor
for Support
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